
USML - User Maintenance List 
 
This screen will display a list of all workers that have access to the CAPS system.  
Search criteria on the list include region, county, staff type and starting last name. 
 

 
 
Field Descriptions (F12) indicates code lookup is available. 
 
REGION (F12) 
Enter a region number if you want to generate a list of all workers located in a particular 
region. 
 
COUNTY (F12) 
Enter a county number if you want to generate a list of all workers located in a particular 
county. 
 
STAFF TYPE (F12) 
Enter a staff type if you want to generate a list of all workers who are a particular type of 
worker. 
 
STARTING LAST NAME 
Enter the last name (or partial last name) of a worker if you are looking for a specific 
worker in the system. 
 
 



DISPLAY THE WORKER HISTORY FOR USER-ID 
Enter a specific C# if you want to view a history of workers assigned to that C#. 
 
SEL 
Enter “I” if you want to inquire on a worker’s information, “M” if you want to modify a 
worker’s information or “D” if you want to terminate a worker’s access to the system.  
Only certain staff types have the authority to modify and/or delete a worker.  A worker 
cannot be deleted if they have clients, reports, facilities or supervisor/approval tasks 
assigned to them. 
 
USERID 
This field will display the assigned C number for the worker. 
 
NAME 
This field will display the name of the worker. 
 
STAFF TYPE (F12) 
This field will display the assigned staff type code for the worker, along with a partial 
staff type description. 
 
RGN (F12) 
This field will display the region code for where the worker is located. 
 
COUNTY (F12) 
This field will display the county code, along with a description or partial description, for 
where the worker is located. 
 
PHONE 
This field will display the phone number for the worker. 
 
 
Additional Information 
 
None. 
 


